401(k) and ERISA Defined Contribution Plan Audit Checklist
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



For the audit of a defined contribution plan covered by ERISA that files Form 5500 as a large plan. The auditor is an independent qualified public accountant (IQPA) under ERISA section 103(a)(3)(A) and the DOL regulations on independence and qualification. The audit is performed under US GAAS, including AU-C 703 (SAS 136), and the financial statements follow ASC 960 and ASC 962. In an ERISA section 103(a)(3)(C) audit (formerly called a limited-scope audit), plan management elects to have the auditor exclude investment information that a qualified institution certifies; AU-C 703 sets the preconditions and the report form. Confirm legal points with plan counsel.
1. Acceptance, independence and scope
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	1.1. Plan filing status is confirmed: a plan generally files as a large plan when it covered 100 or more participants at the beginning of the plan year (for defined contribution plans, participants with account balances), subject to the 80-120 participant rule in the Form 5500 instructions
	
	
	
	

	1.2. Independence is evaluated under the AICPA Code and the DOL independence rules for plan auditors; nonattest services to the plan or the plan sponsor are evaluated (ET 1.295)
	
	
	
	

	1.3. The plan administrator’s responsibilities are documented in the engagement letter: plan financial statements, internal control, plan documents, prohibited transaction reporting and completeness of participant data (AU-C 210, AU-C 703)
	
	
	
	

	1.4. If an ERISA section 103(a)(3)(C) audit is requested, the investments are held by a bank, insurance carrier or other qualified institution and certification of the investment information is received in time; management’s written acknowledgment and the preconditions in AU-C 703 are met
	
	
	
	

	1.5. The choice between a full audit and an ERISA section 103(a)(3)(C) audit, and its effect on the report, are explained to the plan administrator and documented
	
	
	
	

	1.6. The Form 5500 due date, including the extension on Form 5558, is on the engagement timeline
	
	
	
	



2. Plan documents and compliance
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	2.1. The plan document, adoption agreement, amendments, summary plan description and trust agreement are obtained and read for eligibility, vesting, match, loans, hardship, forfeitures and payout provisions
	
	
	
	

	2.2. Plan amendments were adopted on time, and operational compliance with the document is tested
	
	
	
	

	2.3. IRS determination letter or the pre-approved plan opinion letter is on file; the plan administrator is asked about any corrections under the IRS or DOL correction programs
	
	
	
	

	2.4. Nondiscrimination and coverage testing (ADP, ACP, top-heavy, 415 and 402(g) limits) is performed by the plan sponsor or third party; the auditor inquires about the results and any corrective distributions made
	
	
	
	

	2.5. Fidelity bond coverage is in force at an amount of at least 10 percent of the funds handled, subject to the statutory minimum and maximum bond amounts, and covers the plan (ERISA section 412)
	
	
	
	

	2.6. Prohibited transactions and party in interest transactions are inquired about; each is evaluated for reporting on Schedule H and Form 5500 (ERISA section 406)
	
	
	
	



3. Contributions and participant data
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	3.1. Employee deferral contributions for a sample of pay periods are agreed from payroll registers to the recordkeeper’s deposit records
	
	
	
	

	3.2. Timeliness: deferrals were deposited as soon as they could reasonably be segregated from the employer’s general assets, and in no event later than the 15th business day of the month following the month of withholding (29 CFR 2510.3-102); a plan with fewer than 100 participants at the start of the plan year may rely on the 7-business-day safe harbor
	
	
	
	

	3.3. Late deposits are listed with the amount, the dates, the lost earnings computed and whether they were corrected; they are reported as nonexempt transactions or loans and in the supplemental schedule of delinquent participant contributions
	
	
	
	

	3.4. Employer match and profit sharing contributions are recomputed for a sample against plan terms, compensation definitions and eligibility
	
	
	
	

	3.5. Eligibility: a sample of new hires is traced to enrollment date under plan terms; employees who were eligible but not enrolled are considered
	
	
	
	

	3.6. Compensation definitions used for deferral and match are tested against payroll, including bonuses and overtime where the plan includes them
	
	
	
	

	3.7. Employer contributions receivable and participant contributions receivable at year end are tested against subsequent deposits
	
	
	
	

	3.8. Participant data (birth date, hire date, compensation, vesting service) provided to the recordkeeper is tested for a sample against HR records
	
	
	
	



4. Investments and fair value
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	4.1. Investments are agreed to the trustee or custodian statements and, in an ERISA section 103(a)(3)(C) audit, to the certified investment information
	
	
	
	

	4.2. Investments are measured at fair value with hierarchy disclosures; investments measured at net asset value using the practical expedient are disclosed (ASC 820)
	
	
	
	

	4.3. Alternative, hard-to-value and employer stock investments are identified and audit evidence for their valuation is obtained (AU-C 540, AU-C 501)
	
	
	
	

	4.4. Investment income, realized and unrealized gains and losses are recomputed and agreed to custodian reports
	
	
	
	

	4.5. Self-directed brokerage accounts and participant-directed loans are tested to participant statements
	
	
	
	

	4.6. Fees and expenses charged to the plan, including those paid by the plan sponsor, are evaluated for proper payer and recorded; revenue sharing and fee credits are traced
	
	
	
	

	4.7. Assets held by the recordkeeper and the service organization report: SOC 1 Type 2 is obtained and evaluated; complementary user entity controls are tested (AU-C 402)
	
	
	
	



5. Benefit payments, loans and forfeitures
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	5.1. Benefit payments (distributions, rollovers, hardship withdrawals, in-service distributions, required minimum distributions) for a sample agree to authorized requests, plan terms and vesting
	
	
	
	

	5.2. Terminated participants’ vesting and forfeitures are recomputed for a sample; forfeiture account balances are used or reallocated in accordance with plan terms and timely
	
	
	
	

	5.3. Participant loans for a sample are agreed to loan documents; limits (generally the lesser of $50,000, reduced for the highest loan balance in the prior 12 months, and the greater of $10,000 or 50 percent of the vested balance), repayment terms and payroll deduction are checked (IRC section 72(p)); defaulted loans are treated as deemed distributions
	
	
	
	

	5.4. Corrective distributions of excess contributions are made timely and are agreed to nondiscrimination test results
	
	
	
	

	5.5. Administrative expenses paid from plan assets are authorized by the plan document and are reasonable
	
	
	
	



6. Financial statements, reporting and Form 5500
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	6.1. Financial statements include statements of net assets available for benefits and changes in net assets available for benefits for the periods required, with the accounting policies and the plan description (ASC 962, ASC 960)
	
	
	
	

	6.2. Supplemental schedules (assets held for investment purposes at end of year, delinquent participant contributions) are prepared and the auditor reports on them in relation to the financial statements (AU-C 725)
	
	
	
	

	6.3. The financial statements agree to the Form 5500 Schedule H in total and by line; differences are explained
	
	
	
	

	6.4. Subsequent events, including plan amendments, mergers, litigation and market declines after year end, are evaluated (ASC 855, ASC 960)
	
	
	
	

	6.5. Required written representations from the plan administrator are obtained, including the completeness of participant data and plan document amendments (AU-C 580, AU-C 703)
	
	
	
	

	6.6. Communication with those charged with governance, for example the plan committee or trustees, covers the planned scope, findings and any late deposits (AU-C 260)
	
	
	
	

	6.7. Matters found that may be noncompliance with ERISA or the tax code are communicated to management, and the report effect is evaluated (AU-C 250)
	
	
	
	



Conclusion and sign-off
The plan’s financial statements and supplemental schedules [are / are not] fairly stated in accordance with US GAAP, except for: ______. The audit is [a full audit / an ERISA section 103(a)(3)(C) audit].
Exceptions and follow-up items: ______________________________________________
	Role
	Name / initials
	Date (MM/DD/YYYY)

	Prepared by
	
	

	Reviewed by (manager)
	
	

	Engagement partner or firm owner
	
	



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
